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Introduction

What is the Electronic Appraisal Delivery Portal?

The Electronic Appraisal Delivery portal (EAD) is the Web-based portal that the lenders and their
designated agents use to electronically submit appraisal data files. Through the EAD portal, you can
submit up to 10 appraisal data files at a time, search for previously submitted appraisal data files,
clear hard stops, and view reports.

Who should read this manual?

This User Guide guides lender admin through completing administrative tasks in the EAD portal. The
lender admin is an EAD portal user who has authority to set up and manage the business structure
within the EAD portal, including the access privileges of other users such as adding users and
managing their access rights to the EAD portal, including changing passwords, changing a user's
role, and revoking a user's access and if applicable, establish Lender Agent relationships.

What’s in this manual?
This manual contains the following sections:

= Section 1: Lender Admin Registration guides on getting started with the EAD portal, including
an overview, a user structure and roles discussion, and step-by-step instructions for completing
the lender administrator’s registration.

= Section 2: Managing Business Units provides step-by-step instructions for setting up and
managing a business unit(s) within the EAD portal.

= Section 3: Managing Users provides step-by-step instructions for adding users and managing
their access rights to the EAD portal, including changing passwords, changing a user's role, and
revoking a user's access.

= Section 4: Managing Lender Agents provides step-by-step instructions for inviting and
managing relationships with lender agents in the EAD portal. Lender agents are third-party
entities authorized to perform tasks on the lender’s behalf.

= Section 5: Direct Integration User Registration provides step-by-step instructions to obtain and
configure EAD Direct Integration Credentials for your integrated system.

= Appendices:
A. Password Strength Rules

B. Additional Assistance

. ____________________________________________________|
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1. Lender Admin Registration

Lender Admin is the first person to register from a lender and is an EAD portal user who has authority
to set up and manage the business structure within the portal, including the access privileges of other
users. The focus of this section is on getting started and completing the registration process. It
includes an overview, EAD portal user structure and roles discussion, and steps for completing your
registration.

1.1 Overview

At a high level, your overall process for getting started in the EAD portal follows this process flow:

Lender Admin Registration - Complete the registration process with FHA, as applicable.
Manage Business Units - Set up organization's business unit structure.

Manage Users - Add users to the business unit(s).

If applicable establish third-party (lender agent) business relationships.

pwnhE

NOTE: As a lender admin, the first task you need to complete is your initial registration. Once
registration is complete, the lender admin can set up business units, add users, or if applicable,
establish lender agent relationships.

1.2 EAD portal User Structure and Roles

The EAD portal is structured to manage three main types of users from within your internal
organization: lender admin, lender user and lender read-only user. Your organization may also have
relationships with the third-party organizations called lender agents who are contracted to upload the
appraisals and complete the assigned tasks.

For each type of user role, specified functionality is available as indicated in the Table 1.2.1 below:

- _______________________________________________________________________________________________________|]
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Table 1.2.1 Functionality Available by User Role

Functionality Lender Admin Lender User Lender Read-
Only User

Set up business unit structure \

Add users \/

Manage users and lender agents \/

Submit appraisal data files \ \

Search for appraisal data files \ \ \
Upload corrected appraisal data files \/ \

Set up reports \/ \ \
Review reports \/ \ \
Request overrides \/ \

Change your own user profile \/ \ \
Complete user account self-care tasks \/ \ \

As you can see from the chart above, the lender admin role has access to all functionality available in
the EAD portal. Before a lender admin can access the functionality listed above, the lender admin
must be authorized by FHA, as applicable, and complete a registration process in order to access the
EAD portal.

- _____________________________________________________________________________________________________|]
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1.3 EAD Registration Process

The initial Lender Admin must be set up first, after which other users can be invited or set up.

Setting up the Lender Admin has two phases:

1.

The FHA Registration - The Lender Admin establishes a relationship with FHAC and requests
FHA Authorization to become an EAD Lender Admin. The Lender Admin will receive
credentials from FHAC.

The EAD portal Registration and Linkage - The Lender Admin establishes a relationship within
the EAD portal and provides FHA credentials to complete the link, thus establishing the ability
to submit appraisals to FHA through the EAD portal.

1.3.1 Before You Can Complete Registration

Before you begin the lender admin registration steps in the EAD portal,

1.
2.

Have an FHAC user ID.

Contact your FHAC Application Coordinator and request authorization for the Administrator
role for the Electronic Appraisal Delivery (EAD) portal Application.

Retrieve your ‘Appraisal Portal One Time Key’ for the EAD portal from the FHAC User Profile
screen found on the ID Maintenance menu.

The FHAC ‘Appraisal Portal One Time Key’ (FHA Authorization Code) will be used during the
initial log in process within the EAD portal. This key will authorize and complete the EAD portal
linkage with FHAC.

After the above tasks are completed, locate your registration mail from ead-noreply@veros.com and
complete the registration process.

1.3.2 Lender Admin Registration Steps

This section covers the registration steps for lender admins in the EAD portal.

. _______________________________________________________________________________________________________|]
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mailto:ead-noreply@veros.com

Figure 1.3.2.1 Email Sent to “Invited” Lender Admin

From: ead-noreply @veros.com Sent: Fri 6/20/2014 10:54 AM
To: jane_smith@swlender.com
<«
Subject EAD Partal Registration Invitation
An Electronic Appraisal Delivery (EAD) portal adminictrator at vour organization hac cent you an invitation to create a EAD portal user account. Pleace click on the link below to create your EAD portal user account. =
https://uww-ga.electronicappraisaldelivery. con/VAMAuthUtility/SelfRegistration.aspx?hash=VfBzakpumiyP6divRamVgVNEWDRHIUB%2bMhUeeorcKMS AXdH2PDCWINORIPG%2bOS0CAML KFh 51 UbtCE NPt Zy 506GImAPI TROVETKK%2b ] 1pUOK1R 3mDXA
2bZGEGNFO4AN1QDRr1DPHKKEMU1F610Q7Cxn1GCXI] 1XA%2bask3d
—
Please contact the FHA Resource Center at (88@) CALL-FHA (225-5342) with questions regarding théfetup of your account.

Hyperlink to EAD

When you receive the email message, click the hyperlink in the Figure 1.3.2.1 to access the Self
Registration page.

Figure 1.3.2.2 Self Registration Page

Electronic Appraisal Delivery Portal

Self Registration

First Nai
Jane

Preferred User ID*
JaneSmith

Last Name *
Smith

Retype Preferred UserID *
JaneSmith

Password * Retype Password *

......... | [roesssses ]

Emall Address Role
jane_smith@swlender.com Lender Admin
* Indicates Required Information | Reset |

©2014 Veros Real Estate Solutions Jveros

Required Entry Fields

To register for the EAD portal, follow these steps:

1. Complete all the required entry fields (marked with a red asterisk (*) indicated required
information)

First Name*

Last Name*

Preferred User ID (enter twice)*
Password (enter twice)*

2. Click Create

- ______________________________________________________ _________________________________________________|]
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If the new user creation is successful, you receive a Registration Successful page (shown in the
Figure 1.3.2.3).

If the name entered in the Preferred User ID and Retype Preferred User ID fields is already in use,
you get the error message “User ID is not available” and you need to select a different user ID.

If the passwords entered in the Password and Repeat Password fields are different, a popup error
message “Password values do not match” appears.

Figure 1.3.2.3 Self Registration Successful Page

Electronic Appraisal Delivery Portal

Registration Successful

[« Thank you for registering with EAD. An email has been sent with instructions for you to log in and use EAD. ]

iE

After completing the Self Registration page, you receive the EAD portal-system generated email
(shown in the Figure 1.3.2.4) asking you to validate the email address and complete your
registration.

Figure 1.3.2.4 Email Address Validation Request

From. ead-noreply @veros.com Sent:  Fri 6/20/2014 11:02 AM
To: Jane_smith@swlender com
c
Subje

bject EAD Fortal New User Emall Verification Required

Your Electronic Appraisal Delivery (EAD) povtal user sccount has been cveated. Please click on the link below to log into the EAD portal, validate your e-mail address, and complete yowr EAD portal registration =

EAD portal User ID: janesni th

htbps: /vyv-ga. electronicappraisaldelivery. con/ViHAuthEnf orcer VAMAuthEnforcer aspz?hash=fadlbobf 0063338650819 9abdd4e3cl36E00 ]

Pleass con tact the FHA Resource Center at (800) CALL-FHA (Tguz) with questions regarding the setup of your sccount

Hyperlink to the EAD portal to Validate
email address & identify the new user ID

. ______________________________________________________|
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You must click the hyperlink within the message to access the Login page (shown in the Figure
1.3.2.5) and complete your registration and validation of your email address.

Figure 1.3.2.5 Login Page

Electronic Appraisal Delivery Portal

“User ID

Having trouble logging in? Please contact
the FHA Resource Center at (800) CALL-FHA (225-5342)

News Updates
Welcome to the Electronic Appraisal Delivery Portal

Suéios

You can now log into the EAD portal using your newly created user ID and password.
NOTE: After logging out of the EAD portal, you can click the Favorites button on your Internet
Browser tool bar to save the website as a favorite bookmark.

The first time you log into the EAD portal, the system directs you to the Terms and Conditions page
shown in the Figure 1.3.2.6.

To finish the login process, you must:
¢ Read and accept the Terms and Conditions.

e Select three Challenge Response Questions that are used in the event your password needs
to be reset.

- __________________________________________________________________________________________________ ]
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Figure 1.3.2.6 Terms and Conditions Page

Electronic Appraisal Delivery Portal [P —

EAD - Terms and Conditions

Please read and accept the Terms & Conditions to continue.
WARNING: This system contains U.S. Government Data. Unauthorized use of this system is prohibited
Misuse of Federal Information at this Web site falls under the provisions of Tile 18, United States Code, section 1030. This law specifics penalties for unauthorized access, exceeding authorized access, alteration, damage or destruction of information residing on Federal Computers.
This computer system, including all related equipment, networks, and network devices (specifically inchuding Internt access) are provided only for authorized U.S. Government use. U.S. Government computer systems may be monitored for ll lawful purposes, including to ensure that their use is
authorized, for management of the system. to facilitate protection against unauthorized access, and to verify security procedures, survivability, and operational security. Monitoring includes active attacks by authorized U.S. Government enfities to test or verify the security of this system. During

monitoring, information may be examined, recorded, copied and used for authorized purposes. All information, including personal information, placed or sent over this system may be monitored

Use of this computer system, authorized or unauthorized, constitutes consent to moritoring of this system. Unauthorized use may subject you to criminal prosecution. Evidence of unauthorized use collected during monitoring may be used for administrative, criminal, or other adverse action. Use of this
system constitutes consent to monitoring for these purposes.

Use of this system implics understanding of these terms and conditions.

Note - Per ow personal privacy policy, no personal information will be collected on this site beyond that provided by you when you registered for a MAX User ID.

[ibonotAccept. | [ tAccest

Veros Real Estate Solutions

| Accept Button

To set up your challenge questions, follow the steps on this page as shown in the Figure 1.3.2.7:

1. Select three separate questions from the six provided in the dropdown.

Enter the answers for each question.

Click Submit to register the questions and answers in the system. After you submit the
guestions and answers, the EAD portal Home page appears and you can begin using the EAD
portal.

w N

- ______________________________________________________________________________________________________ ]
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Figure 1.3.2.7 Challenge Response Questions Page

Terms ofUse

Electronic Appraisal Delivery Portal [T —

EAD - Challenge Response Questions

Please select and answer three of the following questions. These answers will be used if you need to reset your password.

Question 1 What is your patemal Grandfather's first name? =
Answer

Question 2 What was your first pet's name? O
Answer

Question 3 What is your Mother's middle name? M

Answer

Veros Real Estate Solutions Jveros

Pull Down Menu Control Submit Button

You are then directed to the Create Business Unit page, as shown in the Figure 1.3.2.8. Click the
click here to create Business Unit hyperlink for the EAD portal system to create your business unit.

Figure 1.3.2.8 Create Business Unit Page

Terms of Use

Electronic Appraisal Delivery Portal [T ——

Create Business Unit r—
[We\cnme‘ Jane Smith. You are the first registrant from S\WLender. Pleasd click here (o create Business Unit td proceed with creating a Business Unit for your organization. ]

Veros Real Estate Solutions ¥ ]

Click to create Business Unit

. __________________________________________________ |
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The business unit is an EAD portal organizational structure that allows you to manage users,
relationships and accessibility of different user roles. It also enables you to define subgroups
(subordinate business units) within your organization for ease of use and management of activity.

The Business Unit Creation Successful page shown in the Figure 1.3.2.9 informs you that the
business unit was successfully created. Click the log out hyperlink to continue.

Figure 1.3.2.9 Business Unit Creation Successful Page

Terms of Use | Privacy
Electronic Appraisal Delivery Portal [TPR——

EAD - Business Unit Creation Successful

( Your Business Unit was created successfully. Please log out and log back in to continue. ]

©2014 Veros Real Estate Solutions Vet

The EAD portal Login page appears after clicking log out in the Figure 1.3.2.9.

Figure 1.3.2.10 Login Page

Terms of Use | Privacy

Electronic Appraisal Delivery Portal

Having trouble logging in? Please contact
the FHA Resource Center at (800) CALL-FHA (225-5342)

News Updates
Welcome to the Electronic Appraisal Delivery Portal

uéics:

. _________________________________________________ |
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Using your user ID and password, log into the EAD portal to start the linkage process.

Figure 1.3.2.11 FHA Account Linkage Page

Electronic Appraisal Delivery Portal D: JANESMITH

FHA Account Linkage

o your FHA user account. Please enter your FHA EAD Authorization Code and click Submit to begin the linkage process.
FHA EAD Authorization Code

©2014 Veros Real Estate Solutions JvEros

Enter FHA EAD Authorization Code

Enter the FHAC ‘Appraisal Portal One Time Key’ provided in FHA connection in the FHA EAD
Authorization Code field above in the Figure 1.3.2.11 to complete the linkage process.

. ___________________________________________________________________________________________________ ]
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2. Managing Business Units

The focus of this section is on managing business units. A business unit contains lender users,
lender IDs, lender agent relationships, and subordinate business units.

The topics covered in this reference include:

e Managing Business Units Overview
e Creating a Child Business Unit

e Renaming a Business Unit

e Deleting a Business Unit

2.1 Managing Business Units Overview

Your organization is initially set up with one business unit in the EAD portal based on the information
provided during the registration process. This is the primary, or parent, business unit. A business unit
contains lender users, lender IDs, lender agent relationships, and subordinate business units.

For most organizations, the primary business unit meets business needs. In the event your
organization requires additional business units to meet your business process needs, the lender
admin may add additional units, known as child business units. With the child business units, you can
further structure the amount of access other users have within the EAD portal. For example, if your
organizational structure has several branches or segments, you can optionally set up a similar
structure in the EAD portal and assign users to certain business units.

You can assign users to only one business unit at a time. Individual users can see their assigned
business unit and the other business units in your organizational structure.

Table 2.1.1 Functionality associated with a Business Unit

Functionality Description
Creating a Child Business Unit | Enables you to add another business unit in the EAD portal.
Enables you to rename a business unit to make organizing business units easier and
meet current needs.
Enables you to delete a business unit if it does not contain any users, submissions
and relationships.

Renaming a Business Unit

Deleting a Business Unit

. _____________________________________________________ |
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2.2 Creating a Child Business Unit

You may create additional business units to accommodate your organizational structure and
changing business needs. Each created child business unit contains the same components as the
parent business unit including: Users, Lender IDs, Relationships and Business Units.

In this example, Jane Smith Company is the parent business unit. The two child business

units underneath are Lender A East and Lender A West. You can add more business units
anywhere within this structure.

¥ Jane Smith Company

—_.'[' Jane Smith Company }:

Parent Business Unit

- Users

+J Lender ID=s
+_. Relationships
-_. Business Units

-:l' Lender A East }: Child Business unit

+|- Users

+_. Lender D=
+_. Relationships
+_. Business Units

—_.--l Lender A West =< Child Business Unit

+ Users

+_. Lender IDs
+_. Relationships

+1" Business Units

- _________________________________________________________________________________________________ ]
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To create a child business unit, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal Terms of Use | Pr
User ID: JANE _!

Submit Appraisal Account Administration ~ Help Center

Home User Profile

User Account Self Care.

e )
. Submit Appraisal Search Help Center

= | Upload appraisal data into the EAD porial and receivea unique Document File | Locate previousty submitted appraisal reparts for status updates, correcting | Review oniine documentation that offers additional field-level information to

Identifer for your submission. mistakes orto submit additional appraisal reports (i required). enhance your experience using the EAD porial

Reports [ I’ Account Administration

) &
| Receive information on previously submitied appraisq reports (indiidually or in J | Wanage your online experience with the EAD portal by selecting a landing page and
aggregate) to manage workllows or identify issues thdt should be addressed the recipients of electronically delivered messages and repors.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

User and Business
Unit Administration

After you select User and Business Unit Administration, the Administration - Home page
appears.

nic Appraisal Delivery Portal Toms otuse | Prvacy [

User ID: JANE_SMITH1

‘Administration - Home

Jane Smith Company

m \etzeme Jane smin

Tips for managing your business units and users:

I Jane Smith Company

S Users Click on &3 in the view on the left to expand an item and view its contents.

Lender IDs Click on a business unitname to manage the business unit

" Relationships
Click on "Users™to manage the users in the business unit

~ Business Units
Expand the "Users” item and click on a users name to modify that user.

a
Regular users are displayed in blue « and Direct Integration users are displayed in ore:

¢ ¢ 0 0 ¢ ¢

Some user operations may nottake effect Immediately. Click on the réfresh button on the 161G to refresh the view.

. _________________________________________________ |
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2. From the Administration — Home page, click Business Units in the left navigation bar.

Note: Click the I to display the list of existing child business units, if any.

Electronic Appraisal Delivery Portal Terms of Use | P

User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

m Weicome dane Smih

Tips for managing your business units and users:

=+ Jane Smith Company

G Users 5 Click on Bin the view onthe lefito expand an item andview its contents
41 Lender IDs 5 Click on a business unit name fo manage the business uit
41+ Relationships
o Click on "Users” to manage the users in the business unit
T Busmess Units
- Lender A East 5 Expandtne "Users™ flem and click on a users name to modify that uger
e . i
T e i O Regular users are displayed in blue & and DirectIntegration users are displayed in grey 4
2

Some user operations may not take effect immediately. Click on the refresh bution on the Ieft o refresh the view:

© 2014 Veros Real Estate Solutions

AéiSs

Child Business Units

After you select Business Units from the left navigation bar, the Administration — Business Units
page appears.

Electronic Appraisal Delivery Portal Terms of Use | Pivecy

User ID: JANE_SMITH1

‘Administration - Business Unit

Jane Smith Company

T

E SRS Gy Jane Smith Company (Business Unit Number: RWC57100)

41" Users Rename Business Unit

LenderID
enderibe Current Business Unit Name  Jane Smith Company

. Relationships
i~ Business Urits * New Business Unit Name.
+1* Lender A East | Rename |

4/ Lender A West Create Child Business Unit

* Business Unit Name

Delete Business Unit

v

“Select Business Unit -- Select Business Unit -

* Indicates Required Information

© 2014 Veros Real Estate Solutions

AéieE:

FHA EAD Lender Admin Guide Page 18 of 92 Version 1.1 1.9.2015



This page allows you to manage your business unit(s). You can rename, create, or delete a business
unit. This section focuses on creating a child business unit.

3. From the Administration — Business Unit page, locate the Create Child Business Unit section
and enter the name of the new business unit in the Business Unit Name field.

Electronic Appraisal Delivery Portal

Jane Smith Company (Business Unit Number: RWC57100)

- Users Rename Business Unit

Current Business UnitName  Jane Smith Company

* New Business Unit Name | Rename |

Create Child Business Unit

* Business Unit Name SW Lender

Delete Business Unit

*Select Business Unit -- Select Businesspnit --

* Indicates Required Information

ueios

Enter the Child Create Button
Business Unit Name

Click Create.

- ____________________________________________________________________________________________________ ]
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After you click Create, a Business Unit successfully created as SW Lender (name of the business
unit) message appears.

Electronic Appraisal Delivery Portal Tems of Use | Privacy

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

¥5 Jane Smith Company Business Unit

Business Unit successfully created as SW Lender
I Jane Smith Company

I Users

e
LenderIDs

Relationships Current Business [JnitName  Jane Smith Company
=" Business Units

* New Business Ugit Name
I Lender A East

I Lender A West
Create Child Busifess Unit

» E »

* Business Unit Name

Delete Business Unit

»

*Select Business Yni

it -- Select Business Unit -- -

* Indicates Required Information

2014 Veros Real Estate Solutions

AisE

Successful Message

You can see the business unit added to after you click = BusinessUnits 15 close the navigation
structure and then click *" BusinessUnits +q ya_gpen the navigation structure.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

e

Fi- e ey Jane Smith Company (Business Unit Number. RWCG7100)
44+ Users Rename Business Unit
4/ LenderID:
enderBs Current Business Unit Name  Jane Smith Company

I Relationships
" Business Units * New Business Unit Name

I Lender A Fast

4l Lender A West Create Child Business Unit
41 SW Lender

* Business Unit Name

Delete Business Unit

*Select Business Unit -- Select Business Unit -- -

E' E'E >

* Indicates Required Information

©2014 Veros Real Estate Solutions

Aéics
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2.3 Renaming a Business Unit

Renaming a business unit is a way to help organize your user setup in business terms and provides
another way to help meet changing business needs. When your organization makes organizational
changes, you can use this functionality to better align with those changes and update the business
unit name to something more suitable.

Although there are no impacts to a user’s level of access under the business unit, be sure to
communicate any business unit name changes to your users.

To rename a business unit, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal

B Submit Appraisal E ) Search Help Center
i .| Uploadappraisal data inta the EAD portal and rfceive a unique Document File | Locate previously submitted appraisal reparts for status updates, correcting | Review online documentation that offers additional field-level information to
Identifier for your submission. mistakes or to submit additional appraisal reports (frequire) enhance your experience using the EAD portal
[ I’ Account Administration

with the EAD parial by selecting a landing page and
cally delivered messages and reparts.

|
itted appraisal reports (individually or in J | wansge your on
ify issfes that should be addressed the recipients of electroni

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

©2014 Veros Real Estate Solutions Jvéros:

User and Business Unit
Administration

- ______________________________________________________________________________________________________ ]
FHA EAD Lender Admin Guide Page 21 of 92 Version 1.1 1.9.2015



After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms of Use |

User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

m “retcome Jane smit

Help Center

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.

Lender IDs Click on a business unitname to manage the business unit

. Relationships
Click on "Users™to manage the users in the business unit

+I" Business Units

&)

2

bl

o Expandine Users™item and click on a users name to modify that user.

O Reguiarusers are displayed in biue & and Direct Integration users are displayed in grey &
2

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

2. From the Administration — Home page, click Business Units in the left navigation bar.

Note: Click on the # to display the list of existing child business units.

Electronic Appraisal Delivery Portal Terms of Use |

User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

m Helcome dane Smih

Tips for managing your business units and users:

= Jane Smith Company

4 Users Glick on E3in the view on the leftto expand an item and view s contents

o/ Lender IDs Click on a business unit name to manage the business unit

|- Relationships

Click on “Users” to manage the users in the business unit
i Business Units
4] Lender A East Expand the “Users” item and click on a users name to modify that user.

41 Lender A West . "
ender A test Regular users are displayed in biue & and Direct Integration users are displayed in grey 4

4l SW Lender

© © O O 0 v

Some user operations may not take effect immediately. Click on the refresh button on the 1ef G to refresh the view.

Child Business Units

. _________________________________________________ |
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page appears.

After you select Business Units from the left navigation bar, the Administration — Business Units

Administration - Business Unit

Jane Smith Company

e SR Cae Jane Smith Company (Business Unit Number: RWCE7100)
- Users i
21" LenderIDs
clationships

©2014 Veros Real Estate Solufions

Rename B Unit

Current Business Unit Name  Jane Smith Company

* New Business Unit Name

Create Child Business Unit

* Business Unit Hame:
Delete Business Unit
*Select Business Unit - Select Business Unit - Delete
* Indicates Required Information

Electronic Appraisal Delivery Portal

Tems oruse | Pvacy

User ID: JANE_SMITH1

Help Center

Fuéios

This page allows you to manage your business unit(s). You can rename, create, or delete a business

unit. The focus of this section is on renaming a business unit.

FHA EAD Lender Admin Guide
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3. From the Administration — Business Units page, locate the Rename Business Unit section
and enter the new name in the New Business Unit Name field.

Electronic Appraisal Delivery Portal Term of Use | Prvecy

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company > SW Lender

I

1" Jane Stith Company SW Lender (Business Uit Number FJP13502)

41" Users Rename Business Unit

4l LenderIDs

‘Current Business Unit N\ame  SW Lender
-+ Relationships

< Business Units “ New Business Unit Name | NE L‘idsr

4/ Lender A East

4/ Lender A West Create Child Business Unit

S * Business Unit Name

Delete Business Unit

>E

*Select Business Unit

t Business Unit -- - Delet::

* Indicates Required Information

© 2014 Veros Real Estate Solutions

Sveros:

Enter New Business

Rename Button
Unit Name

Click Rename.
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After you click Rename, a Business Unit successfully renamed as NE Lender (hame of the business
unit) message appears.

Electronic Appraisal Delivery Portal Terms of Use | Prvacy

User ID: JANE_SMITH1

Administration - Business Unit

Jane Smith Company > NE Lender

5 Jane Smith Company

Business Unit successt fully rename d as NE Lender
=i Jane Smith C
anesmith Fempany NE Lender (Business Unit Number: FJP13502

Current Businefs Unit Name  NE Lender

New By Unit Name | Rename |
Create Child Bjisiness Unit
Business Unif Nam; Create

Delete

uios

Successful Message

If you try to rename the business unit to the same name as an existing business unit's name, you
receive a message indicating you need to use a different name.

NOTE: Renaming a business unit has no impacts on the existing submissions associated with the
business unit. The submissions remain with the renamed business unit.
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You can see the renamed business unit (NE Lender) after you click =" BusinessUnits 15 close the
navigation structure and * BusinessUnits thap click to re-open the navigation structure.

Electronic Appraisal Delivery Portal Terms of Use | Prvacy

User ID: JANE_SMITH1
Help Center
Administration - Business Unit
Jane Smith Company > NE Lender

Fr ISy NE Lender (Business Unit Number: LEE41116)

I Users Rename Business Unit

41 LenderDs

Current Business Unit Name  NE Lender
41" Relationships
— “ewBusinoss unthame [ rerune ]
<l Lender A East
= ‘Create Child Business Unit 4]
ey * Business Unit Name
Delete Business Unit ]
“Select Business Unit - Select Business Unit -
*Indicates Reauired Information

©2014 Veros Real Estate Solutions
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2.4 Deleting a Business Unit

Deleting a business unit is another way to help manage your business units. Only business units that
have never had submissions associated with them can be deleted. The existence of submissions in a
business unit prevents the deletion of that business unit, and you cannot transfer the appraisal
submissions from one business unit to another.

Prior to deleting a business unit, all the users need to be transferred or deleted and all the
relationships cancelled. You cannot delete the parent business unit.

To delete a business unit, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal

Submit Appraisal

. Submit Appraisal ) Search Help Center
= .

=M | Upload appraisal data nto the EAD portal and refeive a unique Document File | Locate previously submitied appraisal reports for status updates, comreding 4 | Review online documentafion that offers additional field-level information to

Identifier for your submission. mistakes orto submit additional appraisal reporls (ifrequire ). enhance your experience using the EAD portal
sl | : Reports [ I’ Account Administration

/ &
| Receive information on previously submitted appfaisal reports (individually or in J | Manage your online experience with the EAD portal by selecting a landing page and
agaregate) to manage workllows or identiy issugs that should be addressed the recipients of electronically delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Aot

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms ot Use | 2

User ID: JANE_SMITH1

Help Center

stration - Home.

Jane Smith Company

m etcome Jon Smith

Tips for managing your business units and users:

I Jane Smith Company

I Users Click on &3 in the view o the leftto expand an item and view its contents

i Lender IDs Click on a business unit name to manage the business unit.

" Relationships
Click on "Users™ to manage the users in the business unit

4 Business Units

o

S

S

5 Expandthe ‘Users" ftem and click on a users name to madify that user.

O Reguiarusers are displayed in biue 4 and Direct Integration users are displayed in grey &
2

Some user operalions may nottake effect immediately. Click on the refresh button on the 1eft B to refresh the view

2. From the Administration — Home page, click Business Units in the left navigation bar.

Note: Click on the # to display the list of existing child business units.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Administration - Home

Jane Smith Company

m Helcome Jane Smith

Tips for managing your business units and users:

<1 Jane Smith Company

3 Users Glick on E3in the view on the leftto expand an item and view its contents

o/ Lender IDs Click on a business unit name to manage the business unit

- Relationships
Click on "Users” to manage the users in the business unit

i+ Business Units
1 Lender A East Expandthe "Users” item and click on ausers name to modify that user.

4l Lender A West : : & o =
Regular users are displayedin blue & and Direct Integration users are displayed in grey 4=

4l NE Lender

OV O VO 0 o

Some user operations may nottake eflect immediately. Click on the reffesh button on the 1eft G to refresh the view.

A

Child Business Units
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After you select Business Units from the left navigation bar, the Administration — Business Units page
appears.

Electronic Appraisal Delivery Portal Temms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Jane Smith Company (Business Unit Number: RWCE7100)
Rename Business Unit

Current Business Unit Name  Jane Smith Company

* New Business Unit Name | Rename |
Create Child Business Unit =
* Business Unit Name
Delete Business Unit

“Select Business Unit - Select Business Unit -- Detete

* Indicates Required Information

Suéios

This page allows you to manage your business unit(s). You can rename, create, or delete a business
unit. The focus of this section is on deleting a business unit.

. ____________________________________________________________________________________________________ ]
FHA EAD Lender Admin Guide Page 29 of 92 Version 1.1 1.9.2015



3. From the Administration — Business Unit page, locate the Delete Business Unit section and
select the business unit you wish to delete from the from the Select Business Unit dropdown.

NOTE: Deleting a business unit is a permanent action and cannot be undone.

Electronic Appraisal Delivery Portal Terms ot Use | Prvacy

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company > NE Lender

2% lane Smith Gompany, Jane Smith Company (Business Unit Number. RWC67100)
F Rename Business Unit
Current Business Unit Name  Jane Smith Company

* New Business Unit Name

Rename
Create Child Business Unit =
* Business Unit Name | create Il
Delete Business Unit
*Select Business Unit Delete

Indicates Required Information | Len

\.

© 2014 Veros Real Estate Solutions

SeioE

Select

Delete Button
Business Unit

Click Delete.
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After you click Delete, a Business Unit deleted successfully message appears.

Electronic Appraisal Delivery Portal

JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company > NE Lender

3 Jane Smith Company Business Unit

Business Unit deleted successfully

Jane Smith Company

Jane Smith *ﬂuanv (Business Unit Number: RWCE7100)
o Users
- LenderIDs Rename Bufiness Unit -
+I" Relationships Current Busfess UnitName  Jane Smith Company

= Business Units

* New Busingss Unit Name
41" Lender A East

41 Lender A West.

- NE Lender Create Child Business Unit

* Business Unit Name

Delete Busihess Unit

*Select Busifiess Unit -- Select Business Unit -- -

*Indicates Reuired Information

Veros Real Estate Solutions

Auéios:

Successful Message

You can see the business unit (NE Lender) is removed after you click =" BusinessUnits 15 close the
navigation structure and then click " BusinessUnits {4 ro_gnen the navigation structure.

Electronic Appraisal Delivery Portal At e R

User ID: JANE_SMITH1

Administration - Business Unit

Help Center
Jane Smith Company > NE Lender
Fr STy Jane Smith Company (Business Unit Number: RWC57100)
4 Users Rename Business Unit =
41 Lender D
enderihs Current Business UnitName  Jane Smith Company
41 Relationships.
I Lender A East
41 Lender A West Create Child Business Unit =]
* Business Unit Name:
Delete Business Unit B
*Select Business Unit - Select Business Unit - -
* Indicates Required Information

©2014 Veros Real Estate Solutions
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3 Managing Users

The topics covered in this section include:

e Managing Users Overview
e Adding Users

e Transferring Users In and Out of Business Units
e Changing a User’s Role

e Changing Passwords
e Suspending Users

e Restoring or Permanently Deleting Users
e Password Criteria

3.1 Managing users Overview

In the EAD portal, the authorized lender admins are responsible for adding and maintaining users for
their organization. The lender admins must be directly authorized by FHA. Once authorized, the
lender admin is responsible for managing the access rights for all other users in your organization.

- __________________________________________________________________________________________________ ]
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Table 3.1.1 Functionality available by User Role

Functionality Lender Admin Lender User Lender Read- Only
User

Set up business unit structure \

Add users \

Manage users and lender agents N

Submit appraisal data files \ Y

Search for appraisal data files N N N
Upload corrected appraisal data files N N

Set up reports N N V
Review reports N N N
Request overrides N N

Change your own user profile N v N
Complete user account self-care tasks N v N

Table 3.1.2 Functionality associated with Managing Users

Functionality

Description

Adding Users

Enables you to create or invite a lender user, or a lender read-only
user to the EAD portal.

Transferring Users In and Out of Business Units

If your setup includes multiple business units, this functionality
enables you to move the users in and out of business units to
meet organizational needs. Users can only be assigned to one
business unit at a time.

Changing a User’s Role

Enables you to change a user’s role between a lender admin, or a
lender user, or a lender read-only user.

Changing Passwords

Enables you to change a user’s password for security reasons or
if a password is forgotten.

Suspending Users

Enables you to suspend a user’s access to the EAD portal.

Restoring or Permanently Deleting Users

Enables you to restore a user's access to the EAD portal or
permanently delete a user from the EAD portal.

FHA EAD Lender Admin Guide
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3.2 Adding Users

This section explains how to add a user in the EAD portal — including a lender user, or a lender
read-only user. Refer to the Table 3.1.1 Functionality available by User Role for each
user’s available functionality.

To add a user in the EAD portal, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal Terms of Use | privacy

User ID: JANE_SMITH1

Submit Appraisal rel s> | Account Administration v

Home User Profie

User Account Self Care.

{User and Business Uni Administration )

. Submit Appraisal &) Search Help Center
| — .

MM | Uploadappraisal data into the EAD portal and recelve a unique Document File | Locate previously submitted appraisal reports for status updates, comrecting 4 | Review online documentation that offers additional field-level information to

Identifier for your submission. mistakes orto submit additional appraisal reports (ifrequire ). enhance your experience using the EAD portal
sl : Reports > I’ Account Administration

{ &
| Receive information on previously submitted apprafsal reports (individually or in J | Manage your online experience with the EAD portal by selecting a landing page and
agaregate) to manage workflows or identiy issuesthat should be addressed the recipients of electronically delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Aeéios

User and Business
Unit Administration

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Home page.

After you select User and Business Unit Administration, the Administration - Home page
appears.
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Electronic Appraisal Delivery Portal Terms of Use | e

User ID: JANE_SMITH1

[“rome | e
‘Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.
41 LenderIDs Click on 2 business unitname to manage the business unit
41 Relationships
Click on “Users™ to manage the users in the business unit
I Business Units

Expand the "Users™ item and dlick on @ users name to modify that user.

[ B
Regular users are displayed in blue & and Direct Integration users are displayed in grey 4=

e ¢ ¢ 0 0 0

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

© 2014 Veros Real Estate Solutions

2. From the Administration — Home page, click Users in the left navigation bar.

NOTE: Click the # sign to display the list of users assigned to that business unit.

Electronic Appraisal Delivery Portal Term ot Use | pn

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

e Jane Smith Company (Business Unit Number: RWC67100)
I Users Rename Business Unit
- &, Jane Smith

v

Current Business Unit Name  Jane Smith Company

A\ LenderDs
- Relationships * New Business Unit Name —
. Business Units | Rename |

Create Child Business Unit

v

* Business Unit Hame

Delete Business Unit

v

*Select Business Unit -- Select Business Unit -- -

* Indicates Required Information

Auéics:

After you select Users from the left navigation bar, the Administration — Users page appears.
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Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Jane Smith Company

=/ Jane Smith Company Catalo
4 Users * First Name * Last Name * Email Address
+I" LenderIDs
“ User ID * Password [ | * Role - Select Role - -
+I° Relationships
4+ Business Units [_eeset ]
Invite Uset
* First Name * Last Name Business Unit Jane Smith Company
* Email Address “Role - Select Role -
Modify Use =
Transfer Users
“Select Users * Business Unit - Select Business Unit - - Transfer
Restore Users <
*Select ~No Users To Restore — | Restore | Delete Permancnt tly
Suspended Users
“Indicates Required Information

©2014 Veros Real Estate Solutions Séros:

The Administration — Users page allows you to manage the users within your business unit(s).
You can create, invite, modify, transfer, and restore users.

The focus of this section is to add another user by creating or inviting a user. The major
difference between the two is who creates the User ID and Password:

A. Create User — With Create User, you enter the name and email address of the person you
are creating, along with a User ID and temporary Password you select. This allows you to
control the naming convention of the User IDs. You must provide the temporary Password
to the person you are adding, EAD portal does not send the Password to the newly created
user. Once created, the person created receives an email with their User ID and a unique
registration URL to begin the registration process. After the registration process is started,
the user receives a prompt to change their password. To create a user, continue with Step
3.

B. Invite User — With Invite User, you enter only the name and email address of the person
you are inviting. Once invited, the person invited receives an email with a unique
registration URL to begin the registration process. After the registration process is started,
the user receives a prompt to create a User ID and Password. To invite a user, continue
with Step 4.
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3. Create User:
From the Administration — Users page, locate the Create User section

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

Create U
=~ Jane Smith Company reate Dser
4 Users * First Name * Last Name * Email Address
+ LenderIDs
vsero — — - sactroe
I Relationships
5 Business Units [ _peset |
Invite User
* First Name * Last Name Business Unit Jane Smith Company
* Email Address “Role — Select Role --
Modify User -
* Select User - Select User -- - | est | suspena
Transfer Users -
* Select Users * Business Unit - Select Business Unit -- -
Restore Users =
o st ToRostars - [Shesire ] boei ermanenn |
Suspended Users
“Indicates Required Information

s Real Estate Solutions v o

Create User Section

In the Create User section, complete the required (*) fields:

e *First Name

e *Last Name

e *Email Address

e *UserID

o *Password (follow the Password Criteria)

¢ *Role (select lender user or lender read-only user)
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Electronic Appraisal Delivery Portal Terms ot Use | Prvacy

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

I Jane Smith Company CecateUcer 2

I Users * First Name | Patty * Last Name Ryan * Email Address p_ryan@mortgage.com
41" LenderIDs
“UserlD  |P_Ryan * Password * Role Lender User -
Relationships

” /

Invite User <

* First Name * Last Name Business Unit Jane Smith Compgny

* Email Address * Role -- Select Role -- -

Modify User

* Select User -- Select User - -

Transfer Users

* Select Users * Business Unit -- Select Business Unit - M Trans er

Restore Users -

“Select ~No Users To Restore — | Restore | veicte perman ntiy

Suspended Users

“Indicates Required Information

s Real Estate Solutions

Reset Button Create Button

Click Create.

NOTE: The Reset button clears all the information entered in the fields.
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After you click Create, a User created successfully message appears at the top of the
Administration — Users page

This generates an email from ead-noreply@veros.com containing the added user’s unique
registration URL to begin their registration process.

Electronic Appraisal Delivery Portal Term ofse |

User ID: JANE_SMITH1

Home Help Center

Administration - Users

Jane Smith Company

¥ Jane Smith Company

ccessfully. This change may take a few minutes to take effect.

~I* Jane Smith Company Create User A

* First Name. * Last Name * Email Address

et e — - Roe Sene

[Shee e

Invite User
* First Name. * Last Name. Business Unit Jane Smith Company

* Email Address *Role -+ Select Role -

Modify User

“SelectUser |- Seect User - - [ cat ] suspena |

Transfer Users

* Select Users Patty Ryan * Business Unit - Select Business Unit - -

Restore Users

* Select ~ No Users To Rfstore Restore | Delete Permanent tty
Suspended Users

“Indicates Required Information

Sodios

Successful Message

Be sure to provide the user with the password you created. When the user logs in with the
new temporary password, he/she is prompted to create a new secure password.
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4. Invite User:
From the Administration — Users page, locate the Invite User section.

Electronic Appraisal Delivery Portal Terms of Use |

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

£y 1S
+I- LenderIDs
* User 1D * Password [ “Role ~ Select Role - -

1" Relationships

1 Business Units =
Tnvite User -
* First Name * Last Name Business Unit Jane Smith Company
* Email Address * Role -~ Select Role -- -

Modify User -

“SelectUser |-~ SelectUser - - [ ] susoena ]

Transfer Users -]
* Select Users. * Business Unit -- Select Business Unit -- A Transfer
Restore Users 4]
o Users To Restore—
Suspended Users

“Indicates Required Information

© 3014 Veros Real Estate Solutions Jveros

Invite Users Section

In the Invite User section, complete the required (*) fields:

e *First Name

e *Last Name

e *Email Address

e *Role (select lender user or lender read-only user)
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Electronic Appraisal Delivery Portal Terms of Use |

User ID: JANE_SMITH1

Help Center
Administration - Users

Jane Smith Company

I Jane Smith Company

Create User -

4l Users * First Name * Last Name * Email Address

" LenderIDs
“UseriD f— — “Role Ceearies v

Relationships

=i Business Units [_eset ] create ]

Invite User

* First Name john “Last Name smith Business Unit Jane Smith Company

* Email Address j_s@mortgage.com “Role Lender User -

Modify User -
* Select User - Select User -« - [ e ]

Transfer Users -
*SelectUsers | Patty Ryan * Business Unit - Select Business Unit - -
Restore Users =

* Select ~ No Users To Restore | restore || pelete perma rently

Suspended Users

“Indicates Required Information

Estate Soluions

Reset Button Invite Button

Click Invite.

NOTE: The Reset button clears all the information entered in the fields.
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After you click Invite, a User invited successfully message appears at the top of the
Administration — Users page.

This generates an email from ead-noreply@veros.com containing the added user’s unique
registration URL to begin their registration process.

Electronic Appraisal Delivery Portal Terms of Use | Prveey

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

¥ Jane Smith Company

~J- Jane Smith Company =
31 Users
. Last Name Email Address
R * Password [ | “Role - Select Role -- -
41" Business Units
e
Tnvite e -
= First Name * Last Name Business Unit Jane Smith Company
* Email Alidress “Role — Sclect Role - -
Modify §ser -
TransferfUsers B
“SelectUpers  [Patty Ryan * Business Unit - Select Business Unit - - Transfer
Restore §sers -
* Select ~No Users To Restore — | Restore | Deietc Permanent tly
Suspended Users
“Indicates Required Information

Successful Message
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3.3 Transferring Users in and out of Business Units

If your organization sets up multiple business units, this functionality allows you to transfer the users
from one unit to another. Transferring users in and out of different business units allows you to
efficiently manage resources based on the setup of your organization.

Users only have access to submit appraisal data files to the business unit to which they are assigned.
However, the users who are transferred from a child business unit to a parent business unit can view
and edit submissions in the child business units. Transferred users receive emails notifying them of
the transfer.

To transfer a user from one business unit to another, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

. Submit Appraisal &) Search Help Center
-— -
— M | Uploadappraisal data into the EAD portal and receivp a unique Document File | Locate previously submitted appraisal reports for status updates, correcting | Review online documentation that offers additional field-level information to

Identifier for your submission.

mistakes of to submit additional appraisal reports (if required). enhance your experience using the EAD portal

[ Account Administration

raishl reports (indiidually or in J | wanage your on
ify issues tifat should be addressed the recipients of electroni

with the EAD parial by selecting a landing page and
cally delivered messages and reparts.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal.

Aéios

User and Business
Unit Administration
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FHA EAD Lender Admin Guide Page 43 of 92 Version 1.1 1.9.2015



After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms ofUse

User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.

Lender IDs Click on a business unitname to manage the business unit

. Relationships

B
2
o Click on "Users™to manage the users in the business unit
I+ Business Units
o Expandine Users” item and click on a user's name to modify that user.
[ B
9 Regular users are displayed in blue & and DirectIntegration users are displayed in grey 4=
o

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

4Veros Real Estate Solutions

Aeics

2. From the Administration — Home page, click Users in the left navigation bar.

Note: Click the # sign to display the list of users assigned to that business unit.

Electronic Appraisal Delivery Portal Terms of Use | Privacr

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company (Business Unit Number. RWC67100)

Rename Business Unit

v

Current Business Unit Name  Jane Smith Company

+/~ Bjsiness Units
‘Create Child Business Unit

* Business Unit Name

Delete Business Unit 4]
*Select Business Unit -- Select Business Unit -- -

* Indicates Required Information
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal Term of Use | Prvecy

User ID: JANE_SMITH1

Help Center

=/ Jane Smith Company Create User

41" Users * First Name.

41 LenderIDs
“UserID * Password [ *Role — Select Role - -
+I- Relationships
e

41" Business Units

* Last Name * Email Address

Invite User

* First Name * Last Name Business Unit Jane Smith Company

* Email Address *Role -- Select Role --

Modify User

* Select User - Select User -- -

Transfer Users

* Business Unit - Select Business Unit -- -

* Select Users Patty Ryan

Restore Users

* Select ~ No Users To Restore —
Suspended Users

“Indicates Required Information

2014 Veros Real Estate Solutions

The Administration — Users page allows you to manage the users within your business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is transferring a user from one business unit to another.
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3. From the Administration — Users page, locate the Transfer Users section. Select the user(s)
you wish to transfer from the Select Users dropdown.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

<1 Jane Smith Company

Create User =

* First Name * Last Name * Email Address

* UserID * Password [ *Role — Select Role - -

Tnvite User -
* First Name *Last Name Business Unit Jane Smith Company
* Email Address *Role -- Select Role -- -

e i |

Modify User B
‘selectuser |- SelectUser - - =T
Transfer Users B
* Select Users [PattyRyan | * Business Unit -- Select Business Unit -- - Transfer

Restore Users -

T Uses o Remcfe— | T
Suspended Users

“Indicates Required Information

©2014 veros Real Estate Solutions Sveros:

Select User

Hold down the ‘CtrI’ key to highlight more than one user at a time.
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4. From the Business Unit dropdown, select the Business Unit to which you want the user
transferred.

Electronic Appraisal Delivery Portal Terms ofUse |

User ID: JANE_SMITH1

Help Center
Administration - Users

Jane Smith Company

=1 Jane Smith Company

Create User -

I Users * First Name. * Last Name * Email Address

-
“as Patty Ryan
B - Userip - assword — - ole Ceemees o«

& JaneSmith
Lender Ds [_Reset ]

Relationships

= Business Units Invite User 2
I Lender A East
* First Name * Last Name Business Unit Jane Smith Company
+I- Users
+/* Lender IDs * Email Address * Role -- Select Role -- v

+ Business Units.

* Lender A West
Modify User -

“SelectUser |- Select User - - [ et ] suspena |

Transfer Users |
et e [ETE * Busines Uni Lender A ot -
-- Select Business Unit --
Lender A East
Lender A West ‘ ‘
Restore Users -

* Select — No Users To Restore — | Restore || belete Perman: ntty
Suspended Users

“Indicates Required Information

Select Business Unit Transfer Button

Click Transfer.
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After you click Transfer, a User(s) transferred successfully message appears.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

%5 Jane Smith Company Users
User(s) transferred successfully. This change may take a few minutes to take effect.
=i Jane Smith Company — 7 <
= Users
- * First Name * Last Name * Email Address
& pattyRyan

gy - — I Rk e~
+" LenderIDs
[ osot | croue ]

1" Relationships

=I" Business Units

= Lender A East Invite User

+I Users * First Name *Last Name Business Unit Jane Smith Company

+I- LenderIDs i

: * Email Address “Role - Select Role - -

& Relationships

<+ Business Unis [_eset ] invee ]
41 Lender A West

Maodify User -

Transfer Users
“SelectUsers | Patty Ryan * Business Unit - Select Business Unit -- -
Restore Users B

* Select — No Users To Rdstore — Delete Permanently

Suspended Users

“Indicates Required Information

©2014 Veros Real Estate Solutions JVEros

Successful Message

Transferred users receive an email from ead-noreply@veros.com notifying them of their transfer to
another business unit.
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You can see the user transferred to the selected business unit after you click =" Business Units

to close the navigation structure and then click " BusinessUnits ¢4 ro_gpen the navigation structure.

Torms otuse |

: JANE_SMITH1

Electronic Appraisal Delivery Portal

Help Center

* First Nam. * Last Name Email Address
* User D * Password [ *Role — Select Role -- -
Invite User
* First Nam *Last Nam Business Uit Jane Smith Company
* Email Address *Role - Select Role - -
.
Modify Use:
* Select User — Select User -- | et | suspena
Transfer Users -
* Select Users * Business Unit -- Select Business Unit -- -
Restore Users B
* Select —~ No Users To Restore — | Restore | petete permanenty
Suspended Users
“Indicates Required Information
Jveros

User Transferred to
child business unit

A transferred user may lose access to the appraisal data files they previously uploaded. You cannot
transfer submissions from one business unit to another.
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3.4 Changing a User’s Role

Changing a user’s role provides the user with greater or less functionality from that point forward for
all appraisal data files that user can access. Refer to the Functionality Available by User Role chart

for each user’s available functionality.

To change a user’s role, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Submit Appraisal rci Reports v | Account Administration v

Home User Profile

User and Business Unit Administration

. Submit Appraisal &) Search Help Center
| — .
— MM | Uploadappraisal data into the EAD portal and receip a unique Document File | Locate previously submitted appraisal reports for status updates, correcting 4 | Review online documentation that offers additional field-level information to
mistakes or to submit additional appraisal reports (ifrequired). enhance your experience using the EAD portal

Identifier for your submission.

[ I’ Account Administration

slll Reports
-; )
Recaive information on previously submitted appraigal reports (individually or in J | Manage your online experience with the EAD portal by selecting a landing page and
aggregate) to manage workflows of identify issues tat should be addressed the recipients of electronically delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Aeéios

©2014 Veros Real Estate Solutions

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms ofUse

User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.

Lender IDs Click on a business unitname to manage the business unit

. Relationships
Click on "Users™to manage the users in the business unit

i~ Business Units

Expand the "Users™ item and dlick on @ users name to modify that user.

&)
2
bl
bl
O Reguiarusers are displayed in biue & and Direct Integration users are displayed in grey &
2

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

4Veros Real Estate Solutions

Aeics

2. From the Administration — Home page, click Users in the left navigation bar.

Note: Click the # sign to display the list of users assigned to that business unit.

Electronic Appraisal Delivery Portal Tems of Use | Privacy

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

I

T — Jane Smith Company (Business Unit Number: RWC67100)
I Users Rename Business Unit

& Patty Ryan

3

Current Business UnitName  Jane Smith Company

L JaneSmith

* New Business Unit Name

- Rebtionships
1+ Bufiness Units Create Child Business Unit

* Business Unit Name

Create

Delete Business Unit

v

“Select Business Unit - Select Business Unit - -

* Indicates Required Information

4Vercs Real Estate Solutions

Users

. _______________________________________________________________________________________________________ |
FHA EAD Lender Admin Guide Page 51 of 92 Version 1.1 1.9.2015



After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal Term of Use | Prvecy

User ID: JANE_SMITH1

Help Center

Jane Smith Company

m v

=/ Jane Smith Company Create User

1" Users * First Name. * Last Name * Email Address

41 LenderIDs
“UserID * Password [ *Role — Select Role -

+I- Relationships.
Invite User
“ First Name * Last Name Business Unit Jane Smith Company

* Email Address *Role -- Select Role --

Modify User

“SelectUser |- Select User - - [t ] suspena |

Transfer Users

* Select Users Patty Ryan * Business Unit - Select Business Unit -- -

Restore Users

* Select — No Users To Restore — Restore Delete Permanent ity
Suspended Users

“Indicates Required Information

2014 Veros Real Estate Solutions

The Administration — Users page allows you to manage the users within the business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is changing a user’s role under Modify User.
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3. From the Administration — Users page, locate the Modify User section. In the Select User
dropdown, select the user you wish to edit.

Electronic Appraisal Delivery Portal Terms of Use | Prveey

User ID: JANE_SMITH1

Help Center
Administration - Users

Jane Smith Company

m =

=i+ Jane Smith Company Create User

I Users * First Name * Last Name * Email Address
& Patty Ryan

et — — Role earoe <
-
& Jane Smith

41 LenderIDs

(e
41 Relationships

41" Business Units Invite User

* First Name. * Last Name

Business Unit Jane Smith Company
* Email Address. * Role -- Select Role -- -
Modify User -
~ Select User -
Patty Ryan
Transfer Users e A B
* Select Users Patty Rya) * Business Unit - Select Business Unit - -
Restore Users -
* Select ~No Usefh To Restore — | Restore | b ete Pormanenty
Suspended Users
“Indicates Required Information
©2014 Veros Real Estate Solutio/is

Modify User Select User Edit Button
Section

Click Edit.
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After you click Edit, the Edit Users page appears. The user's name, User ID, email address and
current role are listed.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Administration - Modify User

Jane Smith Company > patty ryan

Edit Users \

= Jane Smith Company oogDetdy 2
=J- Users First Name Patty Last Name Ryan Role Lender User -
-
L PattyRyan User ID Email Address p_ryan@mortgage.com

& Jane Smith

+ LenderIDs

41 Relationships

Change User Password
+/- Business Units.

Newtamers [ | Retpenewtamet [ . T

“Indicates Required Information /

©2014 Veros Real Estate Solutions Svéros

Edit Users
Section
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4. To change a user’s role, select the new role from the Role dropdown.

Electronic Appraisal Delivery Portal Terms ot Use | P

User ID: JANE_SMITH1

Help Center

Administration - Modify User

Jane Smith Company > patty ryan

I Jane Smith Company seaDetats 4
Fi s First Name Patty Last Name Ryan Role Lender Read-Only User =
n
& Patty Ryan User ID Email Address p_ryan@mortgage.com
& Jane Smith A
4/ Lender IDs
4/ Relationships
Change User Password -

+1 Business Units.

I [ T [

“Indicates Required Information

Select Role Update Button

Click Update.
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After you click Update, a User modified successfully message appears.

Electronic Appraisal Delivery Portal

Torms otuse |

User ID: JANE_SMITH1
Administration - Modify User

Jane Smith Company > patty ryan

Help Center
User modified successfully. This change may take a few minutes to take effect. l
I+ Jane Smith Company [m Y <
i3 First Name Patt Last Name Ryan Role Lender User -
£ Jane smith User ID Email Address p_ryan@mortgage com

+* LenderIDs

+1 Relationships

I Business Units Change lser Password =
*New Password ‘RetypeNewPassword | | [ _cear ] soe |
“Indicates Required Information

©2014 Veros Real Estate Solutions

Audios

Successful Message

The user receives an email from ead-noreply@veros.com notifying them of their changed user role.

FHA EAD Lender Admin Guide Page 56 of 92 Version 1.1 1.9.2015


mailto:ead-noreply@veros.com

3.5 Changing Passwords

This functionality allows you to change a user’s password for security reasons and for forgotten
passwords. Once you change a password, you must provide it to the user to enable login.

An email notification from ead-noreply@veros.com is sent telling the user that their password has
changed, but does not provide the new password. After logging in with the new temporary password,
the user is prompted to create a new secure password after answering the personal challenge
guestions.

To change a password, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User
and Business Unit Administration.

Electronic Appraisal Delivery Portal Terms of Use | Pivacy

User ID: JANE_SMITH1

s v | Account Administration v
User Profile:

User Account Self Care

[ User ang Business Unt Admnisiraton l

. Submit Appraisal A e ) Search
= | Uploadappraisal datainto the EAD portal and recei a unique Document File | Locate previously submitted appraisal reports for status updates, correcting 4 | Re
ion en

Identifier for your submissi mistakes or to submit additional appraisal reports (I required).

tation that offers additional field-level information to
& using the EAD portal

ﬁﬂis Reports inistration

)| Rece
aggreg

ously submitted appraisgal reports (individually or in

P with the EAD portal by selecting a landing page and
lows or identify issues tifat should be addresses i

elivered messages and reports.

News Updates

Welcome to the Electronic Appraisal Defivery Portal

Suéros

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms ofUse

User ID: JANE_SMITH1

Jane Smith Company

m “retcome Jane smit

Help Center

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.

Lender IDs Click on a business unitname to manage the business unit

. Relationships
Click on "Users™to manage the users in the business unit

i~ Business Units

&)

2

bl

o Expandine Users™item and click on a users name to modify that user.

O Reguiarusers are displayed in biue & and Direct Integration users are displayed in grey &
2

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

4Veros Real Estate Solutions

Aeics

2. From the Administration — Home page, click Users in the left navigation bar.

Note: Click the # sign to display the list of users assigned to that business unit.

Electronic Appraisal Delivery Portal Tems of Use | Privacy

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

I

Jane Smith Company (Business Unit Number: RWC57100)

- Users Rename Business Unit

& Patty Ryan

3

Current Business UnitName  Jane Smith Company

L JaneSmith
* New Business Unit Name

I Flationships

siness Units. Create Child Business Unit

* Business Unit Name

Create

Delete Business Unit

v

“Select Business Unit -- Select Business Unit -

* Indicates Required Information
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal Term of Use | Prvecy

User ID: JANE_SMITH1

Help Center

Jane Smith Company

m v

=/ Jane Smith Company Create User

1" Users * First Name. * Last Name * Email Address

41 LenderIDs
“UserID * Password [ *Role — Select Role -

+I- Relationships.
Invite User
“ First Name * Last Name Business Unit Jane Smith Company

* Email Address *Role -- Select Role --

Modify User

“SelectUser |- Select User - - [t ] suspena |

Transfer Users

* Select Users Patty Ryan * Business Unit - Select Business Unit -- -

Restore Users

* Select — No Users To Restore — Restore Delete Permanent ity
Suspended Users

“Indicates Required Information

2014 Veros Real Estate Solutions

The Administration — Users page allows you to manage the users within the business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is changing a user’s password under Modify User.
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3. From the Administration — Users page, locate the Modify User section. In the Select User
dropdown, select the user you wish to edit.

Electronic Appraisal Delivery Portal Tems of Use

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

m v

Create User -

=i Jane Smith Company
I Users * First Name * Last Name * Email Address

:
& Patty Ry

& Jane smith
+4 LenderIDs [ eset ] create |

1" Relationships

41" Business Units Invite User 2
* First Name. * Last Name Business Unit lane Smith Company
* Email Address *Role -- Select Role -- -

Modify User
]

— Select User -
Patty Ryan

Transfer Users\_| 0 A B

* Select Users Fatty Rﬁ * Business Unit - Select Business Unit - -

Restore Users =

Suspended Users

“Indicates Required Information

©2014 Veros Real Estate Solutiors Jveros

Modi_fy User Select User Edit Button
Section

Click Edit.
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After you click Edit, the Edit Users page appears. The user’s name, User ID, email address, and

current role are listed.

Administration - Modify User

Electronic Appraisal Delivery Portal

Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Jane Smith Company > Patty Ryan

=i+ Jane Smith Company User Details B
s First Name Patty Last Name Ryan Role Lender User -
.
“as PattyRyan UserID pI com
& Jane Smith ==
| Lender IDs.
+1- Relationships
Change User Password =
+1- Business Units
R T  mm
“Indicates Required Information
> 4

4Veros Real Estate Solutions
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Edit Users
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4. From the Edit Users page, locate the Change User Password section. Enter a new password in
the New Password field following the Password Criteria listed in Appendix A. Repeat the new
password in the Retype New Password field.

Administration - Modify User

Jane Smith Company > Patty Ryan

Electronic Appraisal Delivery Portal s

JANE_SMITH1

Help Center

User Details B
First Name Patty Last Name Ryan Role Lender User
UserID Email Address p_ryan@morigags com

Change User Password
“New Password [rovvessss | RetpeNewPussword [seesverss | [~ e |
*Indicates Required Information|

A

Change Enter New
Password Section Password
Click Save.

FHA EAD Lender Admin Guide
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Password
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After you click Save, Password changed successfully message appears.

Electronic Appraisal Delivery Portal Terms ot Use | Prvacy

User ID: JANE_SMITH1

Help Center
Administration - Modify User

Jane Smith Company > Patty Ryan

Password changed successfully. This change may take a few minutes to take effect. l

=" Jane Smith Company

User Details Y =
I Users
- First Name Patty Last Name Ryan Role Lender Read-Only User
& PattyRyan
& Jane Smith UserID Email Address

p_ryan@mortgage com
" LenderIDs

21" Relationships

I Business Units Change User Password

“New Password [ “RetypeNewPassword | | [ s |

“Indicates Required Informatfon

©2014 Veros Real Estate Solufions

P

Successful Message

Be sure to provide the user with the password you changed. The EAD portal does not
send the temporary password.
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3.6 Suspending users

If necessary, you may suspend a user from the EAD portal . Once suspended, the user can no
longer access the EAD portal. Suspended users receive an email notifying them of their
suspension from the EAD portal . You may later restore or permanently delete a suspended
user in the EAD portal.

The appraisal data files associated with the suspended users remain available in the EAD
portal in the business unit where they were submitted.

To suspend a user, perform the following steps:

1. From the EAD portal Home page, click the Account Administration tab and select User
and Business Unit Administration.

Electronic Appraisal Delivery Portal
User ID: JANE_SMITH1

Submit Appraisal =) Search Help Center
—_— 2
— . | Uploadappraisal into the EAD portal and receiv a unique Document File | Locate previously submitied appraisal reports for status updates, correcting 4 | Re itation that offers additional field-level information to
ission. en

mistakes of to submit additional appraisal reports (f required). e using the EAD portal

Identifier for your submissi

[ I’ Account Administration

) &
ously submitted appraisal reports (individually or in J | Manage your on
lows or identify issues tijat should be addressed the recipients of electroni

with the EAD portal by selecting a landing page and
cally delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Audios

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Tt (B,

User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

m Hewcome Jane smih

Tips for managing your business units and users:

|- Jane Smith Company

- Users © Clickon Ein the view on the left to expand an item and view its contents.
" LenderIDs £ Click on a business unitname to manage the business unit
/" Relationships
©  Click on "Users"to manage the users in the business unit
I Business Units
o Expandihe "Users” item and click on a user's name to modify that user
. B
2 Regular users are displayed in blue < and Direct Integration users are displayed in grey 4=
O)

Same user operations may nattake eflect Immediately. Click an the refresh burton on the 1e1'G to refresh the view.

©2014 Veros Real olutions:

AéicE

2. From the Administration — Home page, click Users in the left navigation bar.

Note: Click the # sign to display the list of users assigned to that business unit.

Electronic Appraisal Delivery Portal Tems of Use | Pri

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

I

Sk i

Jane Smith Company (Business Unit Number: RWC67100)

I Users Rename Business Unit

-& Patty Ryan}
A

Current Business Unit Name  Jane Smith Company
"

y “ New Business Unit Name

| Relationships

+f Business Units Create Child Business Unit

* Business Unit Name

Delete Business Unit

v

*Select Business Unit -- Select Business Unit -- -

* Indicates Required Information

Jveros
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal Term of Use | Prvecy

User ID: JANE_SMITH1

Help Center

Jane Smith Company

m v

=/ Jane Smith Company Create User

1" Users * First Name. * Last Name * Email Address

41 LenderIDs
“UserID * Password [ *Role — Select Role -

+I- Relationships.
Invite User
“ First Name * Last Name Business Unit Jane Smith Company

* Email Address *Role -- Select Role --

Modify User

“SelectUser |- Select User - - [t ] suspena |

Transfer Users

* Select Users Patty Ryan * Business Unit - Select Business Unit -- -

Restore Users

* Select — No Users To Restore — Restore Delete Permanent ity
Suspended Users

“Indicates Required Information

2014 Veros Real Estate Solutions

The Administration — Users page allows you to manage the users within the business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is to suspend a user under Modify User.
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3. From the Administration — Users page, locate the Modify User section. In the Select
User dropdown, select the user you wish to suspend.

NOTE: Hold down the ‘Ctrl’ key to highlight more than one user at a time.

Electronic Appraisal Delivery Portal Tems of Use | Prvcy

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

=+ Jane Smith Company
I~ Users * First Name * Last Name * Email Address
-
e PattyRyan
= usertD passwora — Rote Cseeare
.
& Jane Smith
/" Lender IDs
41" Relationships.

41" Business Units Invite User

* First Name * Last Name Business Unit Jane Smith Company
* Email Address * Role -- Select Role -- hd
Modify User ~
sttser [ [Pty on = ]
-- Select User --
Patty Ryan
Transfer Users e
* Select Users Patty Ryat * Business Unit -- Select Business Unit - -
Restore Users

* Select ~No Userq To Restore — | Restore | peletc Perma rently

“Indicates Required Information

Séres

©2014 Veros Real Estate Solution

Modify Users Select Users Suspend Button
Section

Click Suspend.

- ___________________________________________________________________________________________________ ]
FHA EAD Lender Admin Guide Page 67 of 92 Version 1.1 1.9.2015



After you click Suspend, a User suspended successfully message appears and an email
notification is sent from ead-noreply@veros.com to the suspended user.

Electronic Appraisal Delivery Portal

Help Center

Jane Smith Company

m User suspended successfully. This change may take a few minutes to take effect.

=I" Jane Smith Company —— N
User
* First Name * Last Name * Email Address
* UserID * Password [ * Role ~ Select Role -
™
Invite User
* First Name * Last Name Business Unit Jane Smith Company
* Email Address *Role - Select Role -
Modify User =
* Select User - Select User - - | et | suspena
Transfer Users -
* Select Users * Business Unit — Select Business Unit - -
Restore Users =
Pty Ryn [Shesire ] boei ermanenn |
Suspended Users
“Indicates Required Information

Successful Message

You can also see the suspended user listed in the Select Suspended Users field of the
Restore Users section after the page is refreshed.

A suspended user cannot access the EAD portal, but you may later restore or permanently
delete them in the EAD portal.
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3.7 Restoring or Permanently Deleting Users

You may restore or permanently delete a suspended user. Restoring a user provides the same
access the user had prior to suspension. Once restored, an email notification from
ead-noreply@veros.com is sent to the user enabling them to log in to the system again.

Permanently deleting a user removes the user completely from the EAD portal. Once you
permanently delete a user, an email notification is sent from ead-noreply@veros.com telling them that
they have been permanently removed from the EAD portal.

The appraisal data files for users permanently deleted from the EAD portal remain available in the
business unit where they were submitted.

To restore or permanently delete a user, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User
and Business Unit Administration.

Electronic Appraisal Delivery Portal

s+ | Account Administration =
Home User Profie
UserAccount Sl Cor
[ User snd Busiss Unt Adinstraton ]
- Submit Appraisal A ") Search Help Center
— =
MY | Upload appraisal datainto the EAD portal and recefve a unique Document File | Locate previously submitted appraisal reparts for status updates, corecting | Review online documentafion that offers additional field-level information to
Identifer for your submission. mistakes orto submit additional appraisal reports (i required). enhance your experience using the EAD porial
sl Reports [ I’ Account Administration
J )
y | Receive information on previously subrmited apprasal repors (indidually o in J | Manage your anline experionce with the EAD portal by selecting a landing page and
aggregate) to manage workflows or identify issuesfthat should be addressed the recipients of electronically delivered messages and repors.

News Updates

Welcome to the Electronic Appraisal Defivery Portal

Sodros

User and Business
Unit Administration

- _______________________________________________________________________________________________________ ]
FHA EAD Lender Admin Guide Page 69 of 92 Version 1.1 1.9.2015


mailto:ead-noreply@veros.com
mailto:ead-noreply@veros.com

After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms of Use | Prvacy

User ID: JANE_SMITH1

‘Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.
41 LenderIDs Click on 2 business unitname to manage the business unit
41 Relationships
Click on “Users™ to manage the users in the business unit
I Business Units

Expand the "Users™ item and dlick on @ users name to modify that user.

[ B
Regular users are displayed in blue & and Direct Integration users are displayed in grey 4=

e ¢ ¢ 0 0 0

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

© 2014 Veros Real Estate Solutions

Aeics

2. From the Administration — Home page, click Users in the left navigation bar.

Note: Click the * to display the list of users assigned to that business unit.

Electronic Appraisal Delivery Portal Term ofse |

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

I

3 Jane Smith Company (Business Unit Number: RWC67100)

£ ez Rename Business Unit
-3
o Current Business Unit Name  Jane Smith Company
& Jane Smith

A Lengern: * New Business Unit Name

Relationships
+f Business Units Create Child Business Unit 2
* Business Unit Name

Delete Business Unit

v

*Select Business Unit - Select Business Unit - -

* Indicates Required Information

Veros Real Estate Solutions

Jveros

Users
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

* UserID * Password | * Role - Select Role - -
[
Invite User
* First Name “Last Name Business Unit Jane Smith Company
* Email Address * Role -- Select Role --
Modify User -
Transfer Users -
* Select Users * Business Unit - Select Business Unit - -
Restore Users =
- seec oy R
Suspended Users
“Indicates Required Information

Sueios

The Administration — Users allows you to manage the users within a business unit. You can
create, invite, modify, transfer, and restore users.

The focus of this section is on the Restore Users section.
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3. From the Administration — Users page, locate the Restore User section. From the
Select Suspended Users list, highlight the user you wish to either restore or permanently
delete.

NOTE: Hold down the ‘Ctrl’ key to highlight more than one user at a time.

Electronic Appraisal Delivery Portal

Help Center

Jane Smith Company

=i Jane Smith Company

Create User

* First Name * Last Name * Email Address
* UserID * Password [ “Role - Select Role - -
Tnvite User
* First Name * Last Name Business Unit Jane Smith Company
* Email Address “Role - Select Role -
| e ]
Maodity User -

Transfer Users

* Select Users * Business Unit - Select Business Unit - -

Restore Users

Suspended Users r

“Indicates Required Informatio

©2014 Veros Real Estate Solations

Restore Users Suspended Users Restore Button Delete Permanently
Section Button

Click Restore if you want the user to have access to the EAD portal again.
OR
Click Delete Permanently if you want to completely remove the user from the EAD portal.
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After you click Restore, User(s) restored successfully message appears. The user receives an
email from ead-noreply@veros.com notifying them that they now have access to the EAD portal.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Administration - Users
Jane Smith Company

¥ Jane Smith Company Users

User(s) restored successfully. This change may take a few minutes to take effect.

A

I Users
* First Name * Last Name * Email Address

I+ Jane Smith Company

& Jane Smith

et “seriD r— — Role edearoe ~
41" Relationships
[_eset ] create ]

41" Business Units

Invite User

* First Name “ Last Name Business Unit Jane Smith Company

* Email Address * Role -- Select Role -- -

Modify User =
Transfer Users -

* Business Unit - Select Business Unit -- -

*Select Users

Delete permanenty

Restore Users

* Select Patty Ryan
Suspended Users

“Indicates Required Information

Sueios

Real Estate Solutions

Successful Message
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After you click Delete Permanently, User(s) deleted successfully message appears. The user
receives an email from ead-noreply@veros.com notifying them that they were permanently
deleted from the EAD portal.

Electronic Appraisal Delivery Portal Terms ofUse

User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

¥ Jane Smith Company Users
User(s) deleted successfully. This change may take a few minutes to take effect.
=i Jane Smith Company P y ]

* First Name * Last Name * Email Address

“vsermD - assord — - e Ceree v
[_eset |

41" Business Units

Invite User 4]
* First Name * Last Name Business Unit Jane Smith Company

* Email Address * Role — Select Role - -

Madify User =

‘selectUser |- Selestser - =T

Transfer Users 4]
* Select Users. * Business Unit -- Select Business Unit -- - Transfer
Restore Users -
* Select Patty Ryan | Restore || Delete Permanently
Suspended Users

“Indicates Required Information

© 2014 Veros Real Estate Solutions Sveros:

Successful Message
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4 Managing Lender Agents

The focus of this section is on managing lender agents, which are third-party entities that a lender
authorizes to perform functions within the EAD portal, such as uploading the appraisals and
evaluating the results.

The topics covered in this section include:

e Managing Relationships with Lender Agents Overview
e Inviting a Lender Agent
e Updating a Lender Agent Relationship

4.1 Managing Relationships with Lender Agents Overview

A lender agent is a third-party entity that a lender authorizes to perform functions within the EAD
portal, such as uploading the appraisals and evaluating the results.

As the lender admin, you are responsible for authorizing the lender agents to perform these tasks on
behalf of your organization. The appraisal data files submitted by a lender agent on behalf of your
organization become part of your business unit structure and can be viewed by the lender and
returned in the lender-initiated searches and reports. The lenders may also take actions on these
appraisal data files as if they had submitted them directly.

As the lender admin, you must complete FHA’s Electronic Appraisal Delivery (EAD) Portal Lender
Agent Registration Form http://pages.veros.com/EADLenderAgentRegForm.html on Veros website
to request an account on behalf of the lender agents.

After the completion of the registration process as applicable, the lender agents appear on the lender
agent list in the EAD portal. The lender agent list allows you to identify and authorize the lender
agents to upload appraisals to the EAD portal on your behalf.

The Relationships page provides you, the lender admin, with functionality to manage your lender
agent relationships. On this page, you may complete the following tasks:

Table 4.1.2 Functionality associated with Managing Users

Functionality Description

Inviting a Lender Agent Enables you to invite a lender agent who is in the lender agent
dropdown into an established business unit.

Updating a Lender Agent Relationship Enables you to change the status of the relationship from active
to inactive and vice versa.

. ____________________________________________________ |
FHA EAD Lender Admin Guide Page 75 of 92 Version 1.1 1.9.2015


http://pages.veros.com/EADLenderAgentRegForm.html

4.2 Inviting a Lender Agent

This section covers how to initiate setting up a relationship with a lender agent. After you invite a
lender agent to establish a relationship with your organization, the lender agent receives an email
from ead-noreply@veros.com inviting them to submit the appraisal data files on your organization’s
behalf. To become an active lender agent for your organization, the agent must log in to the EAD
portal and accept the invitation.

The lender agent can perform all of the functions of a lender user, including submitting the appraisals,
viewing the results, requesting the overrides, searching for the appraisals, scheduling and viewing the
reports, and viewing all the findings related to the appraisals submitted on your organization’s behalf.
This includes UAD Compliance Check messages, and all FHA proprietary findings that are delivered
as part of the appraisal results through the EAD portal.

To invite a lender agent, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal

User Account Self Care

[ User ang Business Unt Admnisiraton ]
. Submit Appraisal A ») Search Help Center

—

——MPN, | Uploadappraisal data into the EAD portal and re unique Document File | Locate previously submitted appraisal reparts for status updates, corecting | Review online documentation that offers additional field-level information to
Idsntifier for your submission mistakes orto submit additional appraisal reports (if required). enhance your experience using the EA\DD ortal

sl Reports [ I’ Account Administration

J )
y | Receive information an previously submitted appraidtl reports (indiidually orin J | Hanage your online exnenem:e with the EAD nona\ by selecting a landing page and

aggregate) to manage workflows or identify issues tat should be addressed the recipients of electronically delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Sodros

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms ofUse

User ID: JANE_SMITH1

_tome_| Help Center
Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

=+ Jane Smith Company

- Users Click on E3 in the view on the leftto expand an item and view its contents.

Lender IDs Click on a business unitname to manage the business unit

. Relationships
Click on "Users™to manage the users in the business unit

+I" Business Units

&)

2

bl

o Expandine Users™item and click on a users name to modify that user.

O Reguiarusers are displayed in biue & and Direct Integration users are displayed in grey &
2

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

2. From the Administration — Home page, click Relationships in the left navigation bar.

Note: Click the # sign to display the list of lender agents associated with that business unit.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

I Jane Smith Company

S Users Click on &3 in the view on the Ieft to expand an item and view its contents

Click on a business unitname to manage the business unit
1" Relationships
Click on "Users™to manage the users in the business unit
Expand the "Users” item and click on & users name to modify that user.

[ B
Regular users are displayed in blue & and Direct Integration users are displayed in grey &=

¢ 0 ¢ 0 0 0O

Some user operations may not take effect immediately. Click on the refresh button on the 1e'G to refresh the view.

Relationships
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After you select Relationships from the left navigation bar, the Administration - Relationships
page appears.

Electronic Appraisal Delivery Portal Terms of Use | Prvecy

User ID: JANE_SMITH1

Help Center
Administration - Relationships

Jane Smith Company

m foanensnvs

<1 Jane Smith Company Invite a Lender Agent ]
AU Business Unit Jane Smith Company * Lender Agent - Select Lender Agent - -
4" LenderIDs
3 Relamnatips =}
Spring
4 Business Units Update a Relationship =
* Select Relationship -- Select Relationship -- ¥ Status
Change Status To
Current Relationships -
Relationship Name Lender Agent Name Business Unit Number Status.
Jane Smith Company-Lnd Inc Lnd Inc YUKBE362 CANCELLED
Jane Smith Company-Spring Spring QUWSTTLT PENDING

® 2014 Veros Real Estate Solutions

Sveros:

This page allows you to invite a lender agent to establish a relationship with your organization.
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3. From the Administration - Relationships page, select the Lender agent you wish to invite from
the Lender Agent dropdown.

Electronic Appraisal Delivery Portal Terms of Use | Privecy

User ID: JANE_SMITH1

Administration - Relationships

Help Center
Jane Smith Company
m foanorsnws
= Jane Smith Company Invite a Lender Agent =
" Users.
Business Unit Jane Smith Company “Lender Agent Veros EADI Agent -
44 LenderIDs
3 eimraiivs A Con ]
- Spring
+I Business Units Update a Relationship =
* Select Relationship -- Select Relationship -- ¥ Status
Change Status To
Current Relationships -
Relationship Name Lender Agent Name Business Unit Number Status
Jane Smith Company-Lnd Inc LndInc YUKB6362 CANCELLED
Jane Smith Company-Spring Spring ouws717 PENDING
014 Veros Real Estate Solutions

S véios

Select Lender Agent Invite Button

Click Invite.
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After you click Invite, You have successfully invited [name of the lender agent] message appears.

The Current Relationships section shows a “Pending” status until the lender agent accepts or
declines the relationship invitation.

Electronic Appraisal Delivery Portal

= SMITH1

Help Center

Administration - Relationships

Jane Smith Company

You ha ssfully invited Veros EAD1 Agent
=I* Jane Smith Company Y
- Users Invite a Lender Ag
4 Lender IDs Business unit Jane Smith Company * Lender Agent -- Select Lender Agent --
=i+ Relationships =
Spring
1 Business Units
Update
* Select Relationship - Select Relationship - ~ status
Change Status To [ update |
Current Relationship}
Relationship Name Lender Agent Name Business Unit Number Status
LndInc VUKs6362 CANCELLED
Spring ouws7717
Veros EADL Agent UBI0302 PENDING

Fuéioe

Veros Real Estate Solutions

Successful Message Pending Status

The lender agent then receives an email invitation. If the lender agent accepts the invitation, the EAD
portal creates the relationship between your organization and the lender agent. The status in the
Current Relationships section changes to “Active”.

Note: If the lender agent has not yet accepted the invitation, you can cancel the request by updating
the lender agent’s status to “Inactive”. Refer to 4.3 Updating a Lender Agent Relationship.
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4.3 Updating a Lender Agent Relationship

Once the lender agent has accepted the invitation, you can update their status. For example, you can
change the status from “Active” to “Inactive” and vice versa.

If the invitation request is in “Pending” status, you can change the status from “Pending” to
“Cancelled”.

Note: Unlike a user (lender admin, lender user, or read-only lender user) or business unit, you cannot
permanently delete a lender agent. You can, however, leave it in an “Inactive” status.

To update a lender agent relationship, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Electronic Appraisal Delivery Portal

[ User and Busiess Unt Administraton l
- Submit Appraisal A ) Search Help Center
= 3
MY | Upload appraisal data nto the EAD portal and receivf a unique Document File | Locate previously submitted appraisal reparts for status updates, corecting 4 | Review online documentation that offers additional field-level information to
Identifer for your submission. mistakes orto submit additional appraisal reports (if required). enhance your experience using the EAD porial
ol Reports [ I’ Account Administration
.Q )
| Receive information on previously suamitied appralafl reports (mahdgually o n J | Manage your oniine experience with the EAD portl by selicting a landing page and
aggregate) to manage workflows or identify issues tat should be addressed the recipients of electronically delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Sodros

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal Terms ofUse

User ID: JANE_SMITH1

Help Center

“Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

I Jane Smith Company
- Users Click on E3 in the view on the leftto expand an item and view its contents.

LenderIDs

Click on a business Unitname to manage the business unit

. Relationships
Click on "Users™to manage the users in the business unit

i~ Business Units

&)

2

bl

o Expandine Users™item and click on a users name to modify that user.

O Reguiarusers are displayed in biue & and Direct Integration users are displayed in grey &
2

Some user operations may not take effect immsdiately. Click on the refresh button on the 1o to refresh the view.

2. From the Administration — Home page, click Relationships in the left navigation bar.

Note: Click the # sign to display the list of lender agents associated with that business unit.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

m “retcome Jane smit

Tips for managing your business units and users:

I Jane Smith Company

S Users Click on &3 in the view on the Ieft to expand an item and view its contents

Click on a business unitname to manage the business unit
1" Relationships
Click on "Users™to manage the users in the business unit
/ Expand the "Users” item and click on & users name to modify that user.

[ B
Regular users are displayed in blue & and Direct Integration users are displayed in grey &=

¢ 0 ¢ 0 0 0O

Some user operations may not take effect immediately. Click on the refresh button on the 1e'G to refresh the view.

4Vero; Real Estate Solutions JVEros

Relationships
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After you select Relationships, the Relationships page appears. The middle section of this page,
Update a Relationship, allows you to change the relationship status granted to the lender agent.

3. From the Relationships page, click the Select Relationship dropdown to select the lender agent
relationship you want to update.

Electronic Appraisal Delivery Portal erms of U

ser ID: JANE_SMITH1

Administration - Relationships

Jane Smith Company

m feenenes

=I" Jane Smith Company Invite a Lender Agent
- Users
+1" LenderIDs

Business unit Jane Smith Company * Lender Agent -- Select Lender Agent --

<1 Relatianships

i LenderAgent_Smith

- Sample VRS Update a Relationship

P Bl B sa\em‘ielalmnsmp Jane Smith Company-Le + status ACTIVE
Change ptatus To INACTIVE ‘[ A Update ]
Lendde Agent Name Business Unit Number Status
Lenddeisgent Srmith Dcmoan ACTIE
Lenddeigent Srmith c6uD2s02 DECLINED
Lenddeiigent Srmith VLTS, DECLINED
Lenddeigent Srmith YGCB2080 DECLINED
Lenddeirgent Srmith DIgL2568 DECLINED
| 10 2

Suéios

Select Relationship Change Status Current Status Update Button

As applicable, click the Change Status To dropdown to update the status from “Active” to “Inactive”
and vice versa.

Click Update.

If you change the status to “Inactive”, from “Active” status, warning message appears as shown
below.
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Message from webpage @

Deactivating this relaticnship will prevent LenderfAgent_Smith from
submitting, updating, or viewing submissicns for Jane Smith Company.
Are you sure you want to proceed?

Ok ] [ Cancel

To complete the update, click OK. Relationship Status updated successfully message appears.

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Help Center

Administration - Relationships

Jane Smith Company

3 Jane Smith Company Relationships

Relationship Status updated successfully.

= Jane Smith Company

4 Users Invite a Lender Age:

4 Lender IDs Business Unit Jane Smith Company * Lender Agent - Select Lender Agent - -
~ Relationships
~ LenderAgent_Smith
Sample VRS
Update a Relationship|
41 Business Units

* Select Relationship -- Select Relationship -+ Status

Change Status To | vpaste |

Current Relationships

Relationship Name Lender Agent Name Business Unit Number Status
Jane Smith Company-LnderAgent_Smith LenderAgent_Smith DCIL0211 INACTIVE
Jane Smith Company-LfnderAgent_Smith LenderAgent_Smith CGU02602
Jane Smith Company-LinderAgent_Smith LenderAgent_Smith VL3751
Jane Smith Company-LinderAgent_Smith LenderAgent_Smith Y6C82080
Jane Smith Company-LfnderAgent_Smith LenderAgent_Smith DIQL2563

M|« E|z » | Pages\ze‘ ems in 2 pages

2014 Veros Real Estate Solutions Jveros

Inactiv
Successful Message active Status

The Current Relationships section then shows an “Inactive” status for the lender agent.
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You can also change the status from “Pending” to “Cancelled”, if the invitation request is in
‘Pending” status.

Terms of Use | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Help Center
Administration - Relationships

Jane Smith Company

m fentonsnvs

I Jane Smith Company Invite a Lender Agent ]
AL Business Unit Jane Smith Company * Lender Agent ~- Select Lender Agent -- -
+I* LenderDs
5 Rt =1
-~ Spring
Veros EADI Agent Unda, =
Fi Bl * Select Relationship Jane Smith Company-Ve = l Status PENDING l
Cradl® status To CANCELLED - A Update.
Currdnt Relationships -
Relatpnship Neme Lender Agent[Name Business Unit Number Status
Jane {mith Company-Lnd Inc LndInc YUKBE362 CANCELLED
Jane {mith Company-Spring Spring ouWsTTLT PENDING
Jane §mith Company-Veros EADI Agent Veros EADI Afent UBMo302 PENDING

14 Veros Real Estate Solutions JVETGS

Select Relationship Change Status Current Status Update Button

To complete the update, click Update, Relationship Status updated successfully message
appears.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Relationships

Jane Smith Company

m feaenen

Relationship Status updated successfully.
=i Jane Smith Company

- Invite a Lender Agend -

+I LenderDs Business Unit Jane Smith Company * Lender Agent - Select Lender Agent - M

I Relationships [ e |

- Spring
Veros EAD1 Agent

/" Business Units Update 3 Relationship, 2
* Select Relationship -- Select Relationship -- ¥ Status
Change Status To
Current Relationships -
Relationship Name Lender Agent Name Business Unit Number Status.
Jane Smith Company-L{d Inc Lnd Inc YUKg6362 CANCELLED
Jane Smith Company-Sgring Spring QUWSTTLT
Jane Smith Company-Vfros EADI Agent Veros EAD] Agent UBIT0302 | CANCELLED '

A

©2014 Veros Real Estate Solutions
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The Current Relationships section then shows a “Cancelled Status” status for the lender agent.

Note: If the lender agent’s status is changed to “Inactive”, the lender retains access and all
functionality associated with the appraisal data files.

The lender agent also has the ability to change the status of the relationship from “Active” to
“Declined” at any time.

5. Direct Integration User Registration

To submit appraisal data files to the Electronic Appraisal Delivery (EAD) portal using a
vendor solution, your organization must first set up an EAD Direct Integration User ID (DI
User ID).The EAD Lender Admin should follow the process defined below to obtain and
configure direct integration credentials.

EAD Direct Integration User Request and Credential Configuration

1. Complete the standard registration process for the EAD portal to register your
organization in the EAD portal and establish an EAD Lender Admin as described in the
Section 1. This administrative user will be responsible for requesting the DI User ID.

o If your organization has already registered in the EAD portal, proceed to Step
2. Please note the following information that was provided to register the EAD
Lender Admin must be identical to the information provided in the DI User
Request:

o Company Name
o EAD Administrator Name
o EAD Administrator Email

« If your organization has not registered in the EAD portal:
o Lenders must complete the EAD portal registration process as

described in the Section 1.

Once you have completed the registration process and established an EAD
portal account, proceed to Step 2.

2. ldentify the Business Unit Number
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e« The EAD Lender Admin can find the Business Unit Number within the EAD portal by
following the steps below:

o Log in to the EAD portal - https://www.electronicappraisaldelivery.com/

o From the Account Administration tab, select “User and Business Unit
Administration”

» Tofind the Primary Business Unit Number:

- Click on the highest level Business Unit Name (top of the structure).

- The Business Unit Number is an 8 digit alphanumeric value located next to the
Business Unit Name in parenthesis, in this example: Parent Business Unit
(Business Unit Number: RWC67100)

Electronic Appraisal Delivery Portal Terms of Use | Privacy

User ID: JANE_SMITH1

Primary Business Unit (Business Unit Number: RWCS7100) ———— Prl m ary B USI ness Unlt

41 Users Rename Business Unit
Current Business UnitName  Primary Business Unit

4 Business Units New Business Unit Name

Create Child Business Unit -
* Business Unit Name

Delete Business Unit

* Select Business Unit -~ Select Business Unit -+

* Indicates Required Information

o

3. Navigate to the EAD Direct Integration User ID Request Form:

The form http://pages.veros.com/EADdirect-integration-request-form.html is available on
Veros website. Each company should complete only one EAD Direct Integration User ID
Request Form.

4. Complete the EAD Direct Integration User ID Request Form:

The table below provides a description for each required field in the DI User Request Form:
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Data Field Description

Company Name Lender or Lender Agent company name. This value must match
the company name used to create the EAD Admin.

Direct Integration User Role | “Lender DI” or “Lender Agent DI”

Business Unit Number Defines where in the Business Unit Hierarchy to create the DI User.
Required for Lenders.

Business Unit Name Defines where in the Business Unit Hierarchy to create the DI User.
Required for Lender Agents.

EAD Administrator First This value must match the first name used to create the

Name EAD Admin.

EAD Administrator Last This value must match the last name used to create the

Name EAD Admin.

Administrator Phone Number | The phone number may be used to contact the EAD Admin.

Administrator Email Address | This value must match the email address used to create the
EAD Admin. Notifications for the DI User will be sent to this

Vendor Name Technology vendor who is providing the direct integration solution.

e Submit the completed form. Your request will be processed in 2-3 business days.

If the company name, administrator name, or administrator email do not match the values
provided during registration for the administrator, or the requesting administrator does not
have access to the specified business unit, you will receive an email from Veros,
ead-noreply@veros.com, indicating your request is denied.

5. Receive an email with your EAD DI User ID:

« Once your request has been processed, you will receive an email from Veros,
ead-noreply@veros.com, with your DI User ID. Additionally, you will see the DI User
appear in the EAD portal User and Business Unit Administration screen as a
user associated with the requested Business Unit.

Note: The direct integration credentials will be set up within a business unit as a DI User. In
most cases, an EAD Lender Admin will have a single business unit and the DI User will
reside in that business unit. For more complex setups where hierarchies exist, an
administrator needs to determine at which level to assign the DI User ID.

The example below demonstrates the access for a DI User in the EAD portal User and Business Unit
Administration:
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Home

Administration - Users

Primary Business Unit

¥ Primary Business Unit

=~ Primary Business Unit
_J Users
L Patty Ryan

_-,. lane Smith

NS

2 jane_di

—_. Business Units
+_. Lender East

+_. Lender West

The DI User established within the
Primary Business Unit, jane_di, will be
able to submit to the Primary Business
Unit and the subordinate business
units, Lender East and Lender West.
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6. Create DI Password:

To Create DI Password, follow these steps:

« Loginto the EAD portal https://www.electronicappraisaldelivery.com/ with your existing
Lender Admin credentials

e From the Account Administration tab, select “User and Business Unit Administration”

¢ In the Left Navigation pane, locate “Users” and click on the “+” to display the list of users
assigned to that business unit

e Click on your DI User ID (Grey Robot)

o Locate the Change User Password section. Enter a new password in the New Password
field. Repeat the new password in the Retype New Password field. Click Save.

Electronic Appraisal Delivery Portal Terms ot Use | Prveey

User ID: JANE_SMITH1

Administration - Modify User

Primary Business Unit > Jane Smith Company

User Details

I Primary Business Unit
= Users Full Name jane di

& PattyRyan User ID jane_di
& Jane Smith
g3 JKJ‘ Change User Password 4
/" Lender
“New Password “Retype New Password
B Init: “ ‘ “

“Indicates Required Information

S SE:

DI User ID New Password Retype New Password Click Save

7. Contact your integration vendor for instructions on how to comBIete the configuration and
testing of your EAD DI User ID, Business Unit(s), and Lender ID.
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Appendix A: Password Strength Rules

When changing your password, consider the following rules to make your password as secure as

possible.

NOTE: Only your Lender Admin can change your password.

Requirement Value
Minimum Length 8
Maximum Length

Maximum Repeated Characters 2
Maximum Special Characters 16
Minimum Alphabetic Characters 1
Minimum Numeric Characters 1
Minimum Special Characters 1
Repeated History Length 5
Reversed History Length 5
Disallow User Name Yes
Disallow User Name (case sensitive) Yes
Disallow User 1D Yes
Disallow User ID (case sensitive) Yes
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Additional Assistance

For additional assistance, refer to:

The FHA Resource Center at (800) CALL-FHA (225-5342) (accessible after you log into the EAD
portal)

- _____________________________________________________________________________________________________ ]
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